ADMINISTRATIVE MANAGER - Career Exeeutive
Administrator, Division of Administrative Services & Teclnology

Undex the general supervision of the Depuly Seeretary, this position serves as a member of the Secretary’s management
team and is responsible For the managetnent of the THvision of Adwministrative Seivices and Techinology, This includes the
direet rosponsibility for supervising the Directors of Information Technology, Budget and Fiscal Operations, the Program
Assistant Supervisor and the provision of Human Resource services In conjunction with the Depariment of Adminisivation,
This is a professlonal administrator position that is responsible for agency-wide policy development, analysis,
implerentation and management of all administrative support fimetions. The position serves ag an advisor to the Seoretary
and Depuly Secrotary on all matiers relating to support, resources and services avatlable or required to achieve agency
goals, The neumbent is responsible for reviewing the needs of the various Divisions and Offices and implementing
programs that are consisten| with the combined infssion of he agency, This includes policy analysis, review,
implementation and providing direction for work exeenled in (e Budget, Fiscal, Human Resources, Information

Tecimology and General Services arens,
33% A, ' Managemont of the Administralive Services & Technology Divlsion.

Al Plan, organize, implement, evaluate and establish divection of all programs and serviges
provided by this Division,

A2 Advise Seerotary, Deputy and management tesn of policy and program developments within the
Division,

A3 Provide direction and supetvision to technical and professional staff of the Division; establish
program prioritios; identify new programs and services; establish program goals,

Ad Diract The development of systems, methods and precedures which affect the enthre agency,

AS Serve as a member of varlous infra-agency commnittees fo plan, coordinale and develop agency
policles fo asswre compliance with [aws, rules, regulations and other procedures associated with

the services of the Divislon,

A6 Develop an annual shrategie business plan for the Division, assuring that the business goals are
in fune with those of the Department,

W% B, Administration oféudgct and Fiseal Operations

OB Dircel the dovelopment and Imptementation of the agenc);'s biennial and smergency budget
requests,

B2 Direet the analysis of internal budget requests and fizen! notes,

B3 Reporl (o he Secrstary, Deputy and managerent toam on policy develdpment related 1o all
financinl management issues,

B4 Acl as laison bebweon the agency, the Department of Administration and the Legislative Fiscai
- Buremu and for other stalewide programs on complex or sensilive financhal issues,

B.5 Direct the development and implementation of agency financlal reporting systems fo assure
sound controls,

B.6 Direct thie development of al! financial managerment policies and procedures,

B.7 Diyeot disbursement and collection activities to ensure prampt payments, collection and
deposits, :
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B.8

B.9

B.10

Establish policies atd procedures for setting rates for the annuat assessment of finaneial -

institutions. Assure that documentatlon, analysis and justifications are provided 1o the Review
Boards for their approval of these rates. Direct billing and collection activitles.

Oversee the setting of all rates within the Deparhment to assure intermnal consistency and
compliance with rules and statutes,

Oversee the operafing budget to insure complianee with budgetary reqnirements and the
effective and efficient use of the resotees jn accomplishing the agency’s mission,

Administration and Coordination of Human Resource Management.
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Coordinate with DOA on the administration of the persomel function for the ageney, assuring
compliange with all applicable rules and statuies while accomplishing the business objectives of

the organization, )

As the delegated appointing authority, oversee the recruitment activities for the agency,

Implement complex personnel strategies fsm[uding, but ot fimifed fo reorganizations,
classification analyses and compensation Initlatives,

Morsitor the ageney's performance evalation program, overseeing changes to the program, as

needed,

Owerses trainlng activities, including an assessment for staft training, supervisory curriculums
and technology related programs,

Advise on Affirmative Action issues for the agency, Overses Implenientation of plans and
monitor effectiveness and compliance with state and federal laws,

Overset implementation of eollective bargaining agrecments that affect employees of the
agency, assuring that al agreements are adhered fo by agoncy managers,

Mondtor all payroll and benefit administration activitles, employee assistance, and health and
safety program efforts for the agency,

Administration of Tnformatlon Techuology,
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Dirget and reviow information systema platining, by overseeing the biennist Dopartment
Information Technology Plan to DOA, aind ongoiug planning efforis within the department,

Coordinate the IT Plan with the Biennial budge! subinission so thal there are adequate rosources
being vequested to accomplish Depariment poals,

Assure that agency business goals are inet through the allocation of resonrees ina mamerto
best achieve those goals, :

Overses the zequlsition of resolrees neaded to carry ont the IT' function within the agency,

_ including equipment and contracted personal,

Assuro that adequate trainiag Is provided to information technology staffto keep their skills ay
high standards,

Overses activities o assure compliance with DOA procurement, including all siatutes, rulas and
regulations for major equipment purchases,

Oversee and approve, where appropriate all contracts for IT goods and setvices,




D.8 Direct the implementation of adequate security and disaster recovery plans and procedures to
safoguard the integrity of the data of the entive agency,

5% E, Administration of General Services Management,
B.l Oversee the maln recoptionist fimetion so that customers are greeted and directed appropriately,
This inchudes both visitors and those who call the departmen, :
B2 Assure thatwiscellancous supplies ars ordered and that the parking for visitors and staff is In
compliance with agency niles,
B3 Assure the maintenance of proporty invenfory control and surplus property management.
A Oversee the facilities management program to ensure equitable space allocation and effective
operation and imaiktenmice,
ES Direot the ageney's security fo assure that there is adequate emoplaye safety to minimize risk of
Injury and assoofated costs to the agency, Assure that the security system Is upgraded, tested
vegularly, In good operating condition,
E7 Assire thal the ageney's forms and records management programs are in compliance with DOA
rules, and that forms and record management series are up-to-date, and agsessable,
KNOWLEDGE, SKILLS & ABILITIES;
+  Knowledge of adminisirative m'magamcnt princsples.
v Administrative policy,
+  Planning and decislon making techniques.
¢ Organizational management,
+  Organizational behavior.
¢ Professional communications,
«  Supervisory principles,
+  Principles of operations mmagement,
»  Facilities management,
« Knowledge of general business services,
«  An ability fo lead, guide and oversse the Implementation of nnovative business programs and services to nelude
improvemenis in electronic technologies,
+  Knowledge of governmental programs and operatios,
+  Public policy administration with a strong emphasis on budgct andl fisoa) services and on human resource programs,
«  Highly developed computer skills,
»  Ovorall strong Jeadership skills and abilities,




